
CLASS TITLE: ASSOCIATE DIRECTOR
(CORRECTIONS) Class Code: 02564700

Pay Grade: 35A
EO: A

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES:  As assigned, to serve in a responsible position at the Adult
Correctional Institutions in such a capacity, to assist the Warden in the administration of the State’s Adult
Correctional System by managing the custodial and correctional services of the institution to which
assigned; in the absence of the Warden, to exercise the duties and responsibilities of the Warden in the
institution so assigned; and to do related work as required.
SUPERVISION RECEIVED:  Works under the general supervision of the Warden with considerable
latitude for the exercise of judgement in the management of the custodial and correctional activities of the
institution to which assigned; work is reviewed for soundness of judgement and for results obtained.
SUPERVISION EXERCISED:  Plans, organizes and supervises the work of the staff of the institution;
gives general and specific instructions to Correctional Officer-Captains and reviews work of the staff
through reports, conferences and inspections.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

As assigned, to serve in a responsible capacity at the Adult Correctional Institutions in such a capacity
to assist the Warden in the administration of the State’s Adult Correctional System by managing the
custodial and correctional services of the institution to which assigned; in the absence of the Warden, to
exercise the duties and responsibilities of the Warden in the institution so assigned.

To review and evaluate such custodial and correctional activities as:
Work assignments and posts for the staff on all shifts; relief and leave

schedules; safety practices, security procedures and disciplinary control
measures; plans for emergencies such as escapes and riots; plans for detention
of inmates and the security of the institution; plans for the control of
contraband; and plans for inmate training and rehabilitation.

To take such action as is necessary to improve the effectiveness of such activities of such activities.
To serve as a member of the institution’s inmate classification, assignment and disciplinary

committees.
To review and evaluate the effectiveness of training programs for the custodial staff and to make

recommendations thereon.
To recommend to the Warden rules and regulations to assure the security of the institution.
To make frequent inspections of the institution to determine compliance with all rules and regulations.
To be responsible for the security, safe handling, quantity and quality of firearms and ammunition.
To constantly evaluate and re-evaluate the inmate population as to security risks to themselves and to

the total institution population from a custodial viewpoint and to make findings known promptly to the
Warden.

To be responsible for handling difficult problems presented by inmates or correctional officers and to
take the necessary steps to resolve such problems.

To be responsible for providing leaderships and for taking positive action to quell and suppress any
riotous, rebellious or other type of individual or group action which is contrary to the rules and regulations
of the institution; to investigate and report findings on such action to the Warden.

Except when excused by the Warden, to be present on the institution premises at all times.
To do related work as required.



REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A thorough knowledge of the practices, methods and
techniques of adult correctional and custodial work; a working knowledge of, and skill in the use of,
firearms and other protective weapons; a working knowledge of, and skill in, physical defense techniques;
the ability to plan, organize and review the work of correctional officers and other personnel on all shifts
in the adult correctional institution to which assigned; the ability to review and evaluate the institution’s
custodial and correctional activities and to take such action as is necessary to improve the effectiveness of
such activities; the ability to provide, leadership and to take positive action to quell or suppress any
riotous, rebellious or other type of individual or group action; the ability to handle difficult inmate
problem cases; the ability to exercise good judgement in recognizing and dealing with the personal,
emotional and adjustment problems of inmates under varying conditions; and related capacities and
abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senior high school; and
Experience:  Such as may have been gained through: employment in work of a kind and level of a
Correctional Officer – Captain in a state correctional institution.
Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience.

SPECIAL REQUIREMENT:  The following conditions of employment must be met at the time of
appointment; must be certified as physically qualified to perform the duties of the class of position after
passing a medical examination conducted by a physician designated by the Department of Corrections
(such qualification shall require a vision test of at least 20/100 Snellen in the better eye, without glasses,
corrected to a least 20/70 Snellen in one eye and 20/30 Snellen in the other eye-with added requirement
that defective vision must not be due to active or progressive organic disease; and a hearing test in which
each ear must test a least 15/15 by the whispered voice test).
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